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Webinar tips
ÅMute microphones if using

ÅDo not put us on hold

ÅExpand/contract view: use full screen icon

ÅESC key to exit full screen mode

ÅUsing demo system data

ÅYour system views may vary

Ask questions at any time. 

TIP: Write them down!
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Learning objectives

At the end of this session, you will be able to:

View transaction information

V Navigate to the transaction list

V Filter the list of transactions

V Attach receipt, re-allocate, submit disputes

V Set up statement notifications

V Locate resources for transaction information

Run standard reports

V Describe an overview of reporting in 

Access Online

V Set up and run standard reports

V Schedule reports

V Locate reports in Data Exchange

V Locate resources for reporting
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Transaction data and receipt retention

Transaction data, including receipts, are available for viewing and 

reporting as follows:

ÅTransaction data and receipts: For 12 past cycles plus the current 

cycle through the Transaction Management area

ÅTransaction data: For 24 months by looking at statements

ÅTransaction data and receipts: For 72 months (6 years) after the last 

transaction or payment was made - through Reporting

ÅFor longer periods after 6 years, make a request to the bank
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Navigate to the transaction list
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Navigate to 

Transaction 

Management

Helpful quick links

Past 10 transactions

Click Transaction Management

Card balance
The system logs you out after 

15 minutes of inactivity.

Get comfortable using links, 

your browser back button will 

kick you out. 
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Navigate to your transaction list

Links quickly take you to pre-filtered 

views of transactions 

Click Transaction List
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View the card summary 

and transaction listSummary of the card account

Search or filter the transaction list

Transaction List ïwork 

with transactions here

Click the menu for the Billing Cycle Close Date
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Filter by billing cycle

Usually, you will be approving either the open 

transaction or ones from the previous cycle. Up to 

14 cycles display here.

Select the recent past cycle and click Search
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Filter the list using search

Use the Approval Status drop-down 

menu to filter the list by status. This 

helps you quickly identify which 

transactions you still need to approve.

See more search fields.
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Transaction list
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Do not forget additional pages!
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Viewing transaction details
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View a transaction
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View details
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Attach a receipt/document
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Attach a document

Click the paper clip icon
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Click to add a document

Click Add Attachment.

Your computer may allow 

you to drag and drop 

documents here.

ÅYou can attach a PNG, JPG, or PDF file to a transaction. 

ÅThe system converts all file types to a PDF after upload. 

ÅNo limit to number of attachments per transaction.

ÅMax size is 5MB for all files included
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Search and select document

Locate the document and 

click Open.
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Attached document preview

Click link to add additional 

attachments.


